ay “= 
Personnel Officer-Chief (GS 0201.01. +13) - Positior 
a : Cox TAB! apport Staff, Personnel Section 
I. SUMMARY: Roa Get 


Under the general supervision of the Chief, Support Staff, 
the ‘lncumbent serves as chiet, Personnel Section responsible 
ee ‘for all matters of cenemnnek administration in Support of 
—25X1ABA- 
eee. (Janna related activities, both” 


Headquarters and Bice Locations. Plans, . organizes, ‘and oie 


halt rects personnel seuinieteatinn activities: an support ‘of “his 


| _-25X9A2 
Ii. DUTIES AND RESPONSIBILITIES: 
1. Interprets Agency personnel policies and regulations 
7 and DDP instructions, and provides staff advice and guidance 
, all Division officials. Keeps Chief/Support Staff advised 
v es i. on all personnel decisions and problems, and deais directly | 
with Chief and an personnel matters of all types affec 


25X1A [ | | ere 


2, Develops a program for meeting the se 
A8A 


xequiremencts of and other area divisions world-wide and 
for the orderly veeruitment, selection, assignment: , training, 


utilization, reassigument, and placing-out of the necessary 
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narepnneas this includes the use of staff, contract, militar: 
and proprietary personnel. Processes staff personnel into the 
Division, out-places to other drea division, and processes 
for overseas assignments, requiring coordination wi tne the 
eainine area division and various support career services. 
3, Serves as Executive Secrétary to and prepares the Agenda 
: A8A — : 
‘for Shel? ersonnel Management Committee, which handles 
ce personnel matters such as assignments, reassignments; pro- 
motions, QSI's and conversions of contract to staff status 
for both Sede “ana-contrae: personnel, éipiles beckerauda 
“material necessary for PMC meetings maintains close contact 
8A : 25X1A8A Fie 
with D/Chief (who is Chairman[ jon all personnel 
matters, and coordinates and implements decisions of the 
meetings with other career services, other area division, and 
wavdous related components, 
4. Responsible for selection, assignment, and promotion of 
Division clerical personnel, 
5, tesponsible for personnel administration of type A 


2 
contract personnel used for Project and for the 


contract wage systems employed, for which salary determination 


! x 8A 
: are made Si fee enennee after advise of Branch Chief con- 


cerned: Responsible for the recruitment, selection, processing 


and briefing Yor contract employees for Bushee lena 


BSSists in training, placement, and rotational planning. The 
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25X1C 


6. Conducts a positive recruitment program carried on 
directly from this Division for experienced military personnel 
ato fill present ore “future requirements. Borer enue ere 3 


applicants or employees within the Division or to other area 


divisions and conducts fiaison with area divisions on their 


“requirements. 


7, Responsible for employee benefits and services matters 
for staff, contract, and proprietary seeeonies: Ensures 
records are maintained, claims and results are monitored, 

si % ; and conducts liaison with all étenents of Benefits and 
Services Division. This covers such ma atters as 
iasurance, BEC claims, death cases, medical, etc. Provides 
advice and guidance and priefs employees on Agency and 
Civil Service retirement. 


8, Provides personnel management support to ap sproximately 


; ‘projects una@ PLAS 
(eee? —— nersonnel in various projects unde 


operating components, This iavolves Support for sucn matters 


y 
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as retirement, Seiad: insurance, BEC claims, death cases, 
and other benefit cases. Reviews each proprietary and plends 
and implements benefit MeGenaNneh eS suit the cover situation. 
Provides advice, suidance, and resolves problems -as they 
arise. Takes into consideration such matters as locai state 


unemployment and compensation laws as they apply. in some 


instances, establishes medical.programs and writes retire- 


ment-plans for proprietaries. In certain instances, pur> 


chases specific insurance programs through outside sources. 
. @ 


to cover those’ employees not covered by regular prograns.-:~ 


Works closely with Benefits and Services Division on imple~- 


menting programs to cover “hazardous duty personnel and out- 


of-the ordinary cases under proprietaries for BEC on-the- 


oe . job injury coverage, 


9, Manages Seer Vien ie of Organization. Provides ad- 
vice and guidance to operating officiais on position tities, 
es : grade structure, organization, etc. Conducts liaison with 
Division officials and PMCD personnel on proposed T/O changes, 
presenting the Division views and recommending courses of > 
a i 3 vly with Chiet oo AP Ans 
action to take. Works closely with Chief an hief/ 
Support Staff, and obtains concurrence for recommended 
BCtIONS. 
10, Reviews vroject outlines involving Po ABS — versonne 
requirements ip order to comment on feasibility, availability, 
suitability, aud timing of these requirements. 
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ee tins Sd bbe 


thane ae tt ES 
4 
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1E. Responsible for employee relations matters covering 
such things as disciplinary cases, supervisor-employee prob-— 
lems, employee rights, termination cases, etc. Counsels 
employees on personal and/or job adjustment ,problems .and - 
Srievances; evaluates problems; suggests solutions; and 
takes:such actions as necessary. 
12, Responsible for assisting in planning, recommending 
} -~ 2 8A ~ 
and monitoring training and retraining of RoEee ee 
| 7 25X1A 
13. Ensures covers established for[_]fiela personnel. are 
“appropriate. Reviews Ape enon tae? areas assigned oo éircum- 
“stances cnveived. ete. to assure covers established are 
: * 
adequate for personnel té carry out required assignments, 
(414, Reviews cable and dispatch traffic concerning personnel 
. A8A- ; 
matters on personnel and takes action accordingly. Origi- 
“nates dispatches and cables to the Field providing advice, 


“@uidance, and direction on personnel problems encountered. 


15. .Conducts continuous liaison with various Headquarters 


support components, career services, CSPS, other area divi- 


sions, and all elements of the Office of Personnel in order 


Me 2 8A 


ee es . to provide personnel support for and related activities. 
; ; ; ‘ 2 8A 
i6. Plans, organizes, directs, and executes Personnel 
Section activities. Delegates assignments to 8 Section 


personnel and reviews completed work for adequacy and accuracy 


i 
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III. “SUPERVISION: 

The incumbent is under the general qineeiaon of the 
Ce at and the general supervis 
or ane Chief/Support Staff. posetees directions in the form 
of policy guidance with the responsibility for handling all 
personnel matters and operation of the Personnel Section. 
The incumbent is weaHonS Tbe for keeping Chief eae 
Chief/Support Staff abreast of all personnel decisions sie 


problems. os 


The incumbent supervises and delegates assignments 


to 8 Personnel Section employees, of which 4 are "SP" and 


4 are "D" employees. Delegates authority to Deputy Chief/ 


- Personnel Section who participates in most of the incumbents 


activities and takes over as Chief/Personnel Section in his 


absence; 


6 arann? 


fit its G4 
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